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CHAPTER I 
INTRODUCTION 
Every social agency keeps records o~ its eases. These 
records are used in studying and diagnosing the problems, in 
supervision and training, as the raw materials of research, as 
I en account o~ services rendered, and as ~actual help when the 
case must be trens~erred, re-opened, or re~erred to another 
agency. Recording takes up a large amount of the agency's time 
end a large proportion of the budget. A study1 of the Family 
Service Agency o~ Philadelphia estimates that one-third o~ the 
,, 
I 
I 
total costs of casework services is spent on case recording, 
and concluded that it is impossible ~or that agency to expect a 1 
caseworker to have more than three in-person interviews per 
working day unless ways can be ~ound to reduce demands on the 
worker ~or such activities as recording. It would there~ore 
seem pro~itable to examine the ways in which case records are 
kept, to ascertain whether or not they are fulfilling their 
~unctions end in what ways, if' any, they can be improved. 
I
I 
1. Purpose o~ the Study 
In the winter and spring o~ 1955, the st~~ of the Walthmn' 
Family Service Association made a study of agency policies in 
y John G. Hill, "The Philadelphia Time-Cost Study in Family 
Service," ~ Social Welfare Forum, Columbia University Press, 
New York, 1953, p. 205. 
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regard to recording, holding weekly meetings to examine the 
~ethod of ease recording as it was done at the agency at that 
time. Out of these discussions g~ew recommendations designed to 
Fake the case records more succinct and at the same time 
increase the accessibility of the information within them. A 
plan was devised involving an interview outline to be completed 
at the end of each interview by the caseworker, insuring the 
availability of brief notes on the progpess Gf the case at all 
times, and furnishing the caseworker notes from which to dictate 
the case record in its final form. (See Appendix E.) 
Since these recommendations were decided upon by the staff, 
they were adopted and have been in use for about oue year. The 
~urpose of this work is to examine not only the innovations in ecording as they were stated, but also the ways in which they ave been used and their relative success or failure. 
2. Method of the Study 
Three of the four workers involved in this study have been 
interviewed in their capacities as worker and supervisor. The 
fourth worker was not available at the time the study was made. 
IThe program for these interviews (Appendix A) includes the 
worker's opinions of the new method: whether or not it facili-
tates recording; whether or not it affects casework; and whether 
\the utility of the record has been altered. Difficulties the 
worker has encountered in the new form of recording, and 
suggested changes are included. Twenty cases recorded under the 
new system are examined to see if they contain eertai~ vital 
II 
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---iintormai:lon: the 1nit:ta1--.;;tatement of the problem; descriptio1l=:-====--
lot the family; econ~c and social situations; description of I 
I the emotional functioning ot the client; client 's use of treat- I; 
[ment and rapport with the worker; ·financial servioes rendered; I 
I casework goals and prognosis (see Appendix G). Not only is the I 
!presence or absence of this information noted, but also the 
relative ease in finding it. The length of the record (divided 
by the number of interviews) is given, as an index of length. 
The findings on these cases are compared with similar findings 
on material fro.m eight of the same eases recorded before the 
change. , 
From a total of 33 eases in the open file, 19 were selected! 
as fulfilling the following requirements: the case was being 
carried by a staff worker (as opposed to a student worker); the 
the case was recorded in the new style, in summary with topie 
headings, rather than process recorded; and the runount of case 
I !material recorded in the new style was dictated to the amount o 
I at least one interview, or one monthly summary. To make a tot 
of five cases for each worker, one ease which fulfilled these 
specifications was taken from the closed file (case closed on 
1/31/55). A total of 20 cases was studied. 
, Of the 20 cases studied, 11 contained material recorded ~ 
I the old style as well as the new. Eight cases were selected 
from the 11 so that two eases were studied for each worker. 
T.he selection of these eases was done arbitrarily: an attampt 
I was made to choose records which contained material that would 
: serve best to show the comparison between the recording styles. 
=:::=-- 1------------------ -
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-l The secretary-typist, who has been with the agency both 
'before and after the change in recording methods has been inter-
viewed to learn whether her work of typing the workers' dicta-
tion has been facilitated. Her suggestions are noted, to accord 
with the objective o.f reducing the load of the secretarial 
staff and the overall costs of recording. (Appendix B). 
3. Limitations 
The Waltham Family Service.Association is a small family 
j agency in a small community. Rather than applying rigid rules, 
lthe method .for recording has been adopted in the .form of sugges-
tions and the policy is consistently referable to common sense, 
1personal preference, and supervisory direction in the ease of 
I 
trainees. This flexibility would be ~possible for a larger 
.organization, and the system of recording herein propounded 
would have to be more explicitly defined before it would be 
suitable for use in such an organization. 
The small sample studied (20 cases) makes conclusions 
regarding them based on statistical reasoning somewhat tenuous. 
I A more exhaustive survey with a larger sampling would certainl-y 
prove more conclusive; this must wait until more eases have been 
recorded using the new method, for longer periods of time. 
Although records which were studied were evaluated togebher, 
differences in the length and nature of contact as well as in 
. 
each individual worker's style of recording make a generalized 
evaluation misleading. A larger sampling might obviate the 
problem to some extent, diminishing the effeet of individual 
4 
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differences on the total results, or showing more definite 
I
I trends, 
Student recording was not studied, since students are 
1 
II 
I 
I 
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' 
required to record in process, or old style, for the purposes 
o:f supervision. Although it is entirely possible that student 1 
recording reflects in some way the change in agency recording I 
policy, an examination or this possibility is not within the 
scope of this study. 
The evaluation of records regarding "ease of finding 
information" was based as nearly as possible on the time 
involved in finding this information. Nevertheless, this time , 
could not be made in precise measurements due to extraneous 
factors such as interruptions and previous familiarity with the . 
record, which influence the time necessary to find specific 
information, and also due to the fact that a lengthy record 
takes longer to read than one which has only one or two inter-
views. As a result, the evaluation was more dependent upon 
subjective opinion of the writer than might be considered 
preferable. 
the! 
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CHAPTER II 
RECORDING AT THE WALTHAM FAMILY SERVICE ASSOCIATION 
A history of recording styles in Family Service agencies 
shows the trends which led to a consideration of recording 
methods at the Waltham Frunily Service Association in a series of 
staff meetings at which the recording method herein studied was 
Jdevised. The new recording method can best be understood by 
knowing what needs prompted its origination. 
1. Family Service Case Recording 
The development of recording at family service agencies 
parallels the growth of the family service movement, which began! 
jin this country in 1877 as the Charity Organization to coordinat1 
the giving of charity and prevent duplication of services by 
various agencies. The concept of assisting a family to become 
financially independent through training in economy and through 
advice in family living and management was present in the 
Charity Organization movement. Techniques such as family inves-
tigators and home visitors were employed to further these aims, 
and concepts of a more basic therapy, involving diagnosis and 
treatment, began to ~erge. The growth of the mental hygiene 
movement made available a more disciplined approach to individuaJ 
personality adjustment. Although during the depression family 
I 
I, 
agencies were called upon to give financial assistance, the J 
depresslon produced a growing aeeeE_tanee o~_V:E!'!'!''"-'~l:!t ~=~ II====== 
_j 
assistance programs, and ramily agencies were able to concen-
trate on the development or casework as an instrument to promote 
the psycho-social adjustment or clients. Today ramily agencies 
are primarily concerned with assisting the f'amily and its 
individual members to achieve better adjustment in the areas or 
health, vocation, and social relationships.1 
Early in the development of the family service agencies, 
workers were untrained and recording was undisciplined. Records 
were kept for the purpose of preventing duplication of' services, 
and consisted primarily of' the client's nmne, his problem, and 
the service rendered. They were occasionally exceedingly 
incomplete; the Walthrun Family Service which has been in 
existence since 1912, has ancient records which fail to state 
whether the client was a man or a woman. Judgmental statements, 
such as the following example taken from Gordon Hrunilton, were 
not uncommon: nThe house fairly clean, but Mrs. o. was untidy; 
plain to be seen that she is a drinking woman.n2 These 
judgments accompanied the attitude that a family should be 
11 deserving11 in order to receive assistance. 
With the change in emphasis from financial assistance to 
diagnosis and treatment went a change rrom untrained workers to 
workers educated in the disciplines needed for diagnosis and 
treatment. From interviews where advice and remonstration were 
17 Marjorie c. Macdonald, A Study of Intake at the Walthmn 
Fam.il;r Service League in the Years 1946 and 1951; an unpublished 
Master's thesis, Simmons College School of Social Work, 1953. 
g! Gordon Hamilton, Principles of Social Case Recording, 
Columbia University Press, New York, l946;:p; 83. 
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used to exhort the client into paths of social adjustment, case-
work changed to interviews where the worker was fairly passive 
and non-directive, and the client was encouraged to express 
himself. These changes were accompanied by a concomm.i tant· 
change in recording style: to avoid being judgmental or 
implying direction, and to be as objective as possible, the 
caseworker recorded each interview in chronological, descriptive 
fashion. This is the form. in which records are kept today in 
many agencies; its use is perpetuated by the fact that case-
workers are trained as students to record in this fashion for 
purposes of supervision, and many workers prefer to continue in 
this method after their training has ended. 
The costs o:f adminstrating an agency have been receiving 
more attention as agency and community interests converge on a 
more efficient progrmn or casework service. The :form or present 
record taking has been considered by modern agencies in many 
communities and there is general agreement that a need exists 
to study the problem :further. Agencies are busier today. Their 
resources are l~ited by failing drives, lack or personnel, and 
a greater demand for client focussed-services. 
2. Recording at the Walthmn Fmnily Service Association 
The Walthmn Family Service Association is a family service 
organization which serves the community of Walthmn. It affords 
counseling services, financial assistance, and referrals to 
appropriate agencies. As stated in its charter, it was created 
"for the purpose of promoting cooperation among societies and 
8 
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I 
, individuals, to study the needs of all applicants and secure 
prompt and adequate treatment, to develop self-help, preserve 
the home, encourage thrift, diminish pauperism, enlist and trai~ 
I 
volunteers. tt 1 Its development has been along these lines, and I 
has paralleled that of other family agencies. In 1947 the 
agency shifted from one untrained worker to a trained staff of 
one worker and one half-time worker. At the present, it has 
grown to employ two full-t~e workers, three part-time workers, 
all professionally trained, and one secretary-typist. One 
social work student is in placement at the agency. It has an 
average of 642 eases opened during a year. On June 1, 1956 
there were 33 cases open. 
The agency practice is for each worker to dictate case 
records into an Audograph machine at pre-arranged hours. 
Occasionally the secretary takes dictation directly; and not 
infrequently a worker writes out material to be typed, in 
longhand. For the purposes of this study all three uses are 
grouped together under the title of dictation. The amount of 
time spent in dictation is dependent upon the worker's needs, 
and also the worker's ease load:. the more time spent in inter-
views, the less· time remains for dictation. Although the 
workers are urged to submit their dictation to the secretary as 
soon as possible, it is each worker's own responsibility 
ultimately to see that this is done. The secretary transcribes 
!/ Board Manual, Waltham Family Service League, 1953 (mimeo-
graphed). 
9 
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---~all material onto standard typeWJ:>iter paper (B~xll inches) and 
I 
1 all pages of' all re·aorded interview material have the same 
I 
f'or.m.at, making it possible to use one page as a standard unit 
of' length. The reoords are kept in two f'iles: those cases 
jwhioh are currently in treatment (open, or active, oases) and 
those cases which have been te~inated, or closed. (The 
I 
I designations "open11 and nclosed" ref'er to the status of the j 
cases in a f'ile, and not to the confidentiality of the reoords. I 
All oase material is confidential and available only to staff 
members of the agenoy.) Except for one recently olosed case, 
all records studied were drawn from the open file. 
Prior to the change in recording, most cases were recorded 
interview by interview in a form of process recording. This is 
a narrative style whioh gives material in the ord'er in which it 
e:merges during the interview, with verbatim illustrations both 
of' the client's and the worker's reactions. It is used to show 
the interaction within an interview. A growing feeling of 
dissatisfaotion with this method of recording led the staff of 
the Waltham Family Service Association to review the problam in 
a series of weekly staff meetings held during the winter and 
spring of 1955. The writer is indebted to Mrs. Beverly Nichols 
for her notes of these meetings. The history of the agency's 
records was reviewed, and the fact that a high percentage of 
agency ttme and money was spent in keeping records. It was 
felt that the possibility of' using records for research purpose 
contributed to an all-inclusive gathering of data, instead of 
10 
a diagnostic selection. That this, in itself', was not an 1 
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jthat research topics cannot be decided upon in advance, and a 
jstudent must rely upon what records are available, continuing 
the keeping or voluminous records ror this reason alone was 
rejected. A second reason ror keeping long records was 
!described as giving the worker satisraetion and security. As 
proor or work done and the reasons ror it, a case worker was apt 
to put down extraneous material. It was recognized that a 
mature worker would not need this assurance and could cut down 
on the recording of much material in prererence to selecting 
/diagnostically dynamic data. A third reason for long records 
was considered to be the ract that students learn to record only 
in this way, and are unable to adjust themselves later in their 
1 work to shorter rorms or recording. 
The purposes of a good ease record were considered. The 
first purpose was that or establishing client and service roeus. 
A case record should show an account of se~vice rendered, rrom 
the point or view of treatment, rinancial help given, community 
resources used, coordination with other agencies, and referrals. 
The client's problem, as seen by the client and also as seen by 
jthe worker, should also be included. Evaluation or the effects 
or services rendered should be recorded. The record should 
indicate the client's ability to use constructively the casewor 
relationship. The importance or clear, concise summaries was 
I stressed. As an adjunct to the importance of client and service, 
1
1 rocus, the possibility was discussed or throwing away lettel!s, 
I 
i! il 
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__jr=====,============================~~====~ ~ oa~ds, clipping, eto., which contribute to the voluminousness 
I or many records. 
· Rather than process record every treatment interview, it 
was decided that periodic summaries would be utilized which 
would coordinate _~portant factors in the treatment and present 
the ease work situation as a dynamic entity. To facilitate 
this, an Interview Outline was devised (see Appendix E). These 
outlines should be kept by the worker and used both as a means 
of noting data until it is recorded and as a guide to the 
worker in recording periodically - probably once a month. 
The interview outline is to be interpreted as follows: 
Arrival: showing any pattern of lateness, broken appointments, 
compulsive regularity. 
Social Situation: Changes in the family's structure, employmen-t 
alterations, income changes, illness, etc. 
Content ~ Interview: Notes of the use of the interview hour 
from the aspect of the client's use of the treatment relation-
! ship, changes in the material brought out by the client, and 
worker's interpretations of these facts. 
Client's Affect and Functioning: Client's reality orientation, 
use of defenses, interpersonal relationships, and worker's 
diagnostic interpretations of these areas. 
Treatment Notes: Indicating the achievement of treatment goalsj 
changes in focus indicated, plans for .future intet>views., and 
prognosis. 
Action Taken: A record of financial assistance given and why, 
collateral contacts used, and referrals to other community 
=--========-==!r=========~ 
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resources. ~ 
Wherever these topics are not applicable to an interview, j 
this fact was to be briefly noted. In cases of overlapping of I 
material, the worker should use her own discretion in the 
classification of information. The stress was consistently 
upon brevity, conciseness, lack of repetition, and the fonmula-
tion of diagnostic statements whenever possible. The interview 
outlines are to be destroyed when the record has been dictated 
in its final summarized form. 
Summaries of psychiatric consultations are to include a 
statement of the reason case was taken to the consultant; 
p~rsonality dynamics of the ease; recommendations of the 
consultant; and the application of these recommendations to the 
casework plan. Summaries are to be written at the transfer and 
at the closing of a ease; essentially these are to include the 
presenting problem, the action of the agency, a diagnostic 
statement of the emotional functioning of the client, the 
casework goals and how they were realized, and the reason for 
closing or transferring the case. Treatment notes are to be 
written by a worker going on vacation, for each of her cases, 
to be used if something should arise in the worker's absence 
that would require the agency's services to the client. These 
summaries are to be in red type. 
Student dictation was considered, and because of the 
different schools' requirements it was decided that students 
would continue to process record, unless some other arrangement 
i wa~ :rn.ade J>.J:~.:twe~n the st_udent ~d the s~~:rv_isor. __ ===--===--===~ --------==.==== 
r~ The secretary was consulted :for advice conce:t'ning the 
!problem of recording, and it was suggested that the workers 
likeep their dictation eoming to her at a constant rate, rather 
I 
than letting it accumulate. Care was recommended in completing 
the information strips which are used with the Audograph discs, 
since 1r the worker does not note her nmne, the dates of the 
summarized material, the nmne of the case, and any mistakes to 
be corrected, the secretary must lose time in ascertaining this 
information. 
The staff meetings resulted in a more relaxed attitude 
among the staff towards dictation~ as well as affecting the 
actual case records. 
ij 
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CHAPTER III 
STAFF REACTION TO RECORDING CHANGES 
Since the success or failure of a recording method must 
!ultimately rest on the workers• use of it, the workers' atti-
tudes toward any new method are of primary importance. In this 
chapter, an attempt is made to determine the staff's opinion 
of the new recording method. 
1. Caseworkers• Reactions 
Three of the four workers involved in this study were 
interviewed, to learn their reactions to the new method of 
reaording. (See Appendix for interview schedule.) 
Two of the three workers were most vehement in agreeing 
that recording was facilitated, using the new method. It was 
stated that this method tttook the drudgery out of dictation." 
The daily interview outline was felt to be a guide in organizing 
ease material clearly, when the time came for dictation. One 
supervi~or found that the students tend to organize material 
along the lines of the out~ine when discussing a case, even 
though the case has been process recorded. One of the workers 
felt that the chief value of the new method lay in the staff 
discussions out of which it developed; this worker now feels 
freer to omit details and give only diagnostic and treatment 
. impressions when dictating the final record. This worker fills 
I out interview outlines for each interview conducted, in 
- ---=-..c= L. - - - ---- ---
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.Gontrast to the previous worker re~erred to, who uses the out-
lines more as a guide ~or dictation than ~or keeping notes on 
each interview. The third worker ~elt that the outline ~orm was 
!extra labor, stating that it was only use~ul where there was 
jdi~~iculty in keeping up with dictation. However, in these 
!instances, the outline was very help~ul as a ~ramework ~or 
I - -!organizing material. 
J Closely related to the concept of facilitating dictation is 
the question, does the use o~ the interview outline shorten or 
lengthen the time required for recording? The answers to this 
question might serve as a measure o~ the ~acilitation o~ dicta ... 
tion by the outline. Un~ortunately, due to agency pressures, 
it was not possible to make precise measurements which could 
1 constitute a time study o~ recording be~ore and ~ter the change 
lin method. However, one worker states that she can reco~d as 
many as 10 brie~ service c·ases in two hours, using the outline 
as a guide to the organization o~ material. This is approxi-
mately twice as much as she was able to do previously. Another 
worker, who keeps an interview outline ~or each interview, 
,~inds it necessary to dictate less o~ten; since she has notes 
on the progress o~ a case her records do not need to serve this 
~-unction. The third worker, who ~elt the outlines to be added 
extra burdens, ~elt that, i~ anything, they took up more 
recording t~e, since she had to ~ill out the outlines besides 
recording the case. 
16 
One worker ~elt that although long-term cases were not 
~fected by r~cording met~ods, brief ~ervi~e and intake 
=~~~====~~~=~~~======~~ 
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· I interviews definitely were. Diagnostic needs, gaps in informa-
tion, were more easily visible in reviewing the case. During 
the intake interview the worker keeps in mind the categories on 
the outline, producing a more directed, more directive type of 
interview. Information which might previously not have been 
gotten until later interviews is now sought during the first 
interview. This results in a more rapid understanding of the 
case, more efficient re-assignment (from intake worker to 
another worker) or referral, and earlier diagnosis and 
prognosis. Another worker reported that she is better able to 
serve her clients by keeping immediate notes on each intervi.ew. 
Immediate notes lose less of the feeling of the interview and o 
' the relationship. Referring to the interview outlines prior to 
an interview, the worker refreshes her memory concerning the 
client's immediate problems and treatment needs. This worker 
also made the point that a decrease in recording time permits 
an increase in actual client interviews, and so increases the 
volume of service rendered. The third worker felt that the 
' 
outline directed her to organize her thoughts about 'the client, 
and to be more specific when making diagnostic statements. The 
old method permitted more vague, less disciplined thinking 
about a case. 
Two workers felt that the client as a person did not show 
so clearly from a reading of the record: the absence of 
detailed quotations, mannerisms, and illustrative minor 
incidents contributed to this feeling of depersonalization. 
One of these two workers considered this a~~~us draw~~~-~<:> __ _ 
r 
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lthe new system of recording; she found the records to be 
sterile, depressing to read, and lacking in creativity. The 
other worker considered that it was not important for the 
client's personality to be shown by extensive illustrations, 
since each worker herself must get to know the client. This 
worker, and the third worker, felt that there was much detail 
omitted, of the lfhe said ••• and I said •• ," variety, and these 
two workers concurred that this omission caused no visible bad 
effects in terms of casework treatment. Repetition was con-
sidered to have been decreased to a large degree. 
All three workers concurred that the records are now 
easier to read, and that information is more easily accessible, 
One worker, the executive director of the agency, said that the 
records are more accurately serving the purposes of the agency. 
They detract less from the caseworkers' time and from the 
secretary's time, and are consequently of less expense. This 
worker reported that the cases take less time to read and 
understand, for supervisory_purposes, for purposes of research, 
and for case consultations. The other two workers agreed in 
saying that it is now easier to take over a case which has been 
transferred from another worker since specific information and 
t~eatment notes are readily obtainable. The worker who con-
sistently had misgivings and a negative reaction to the new 
system said that in spite of her objections she found the 
records more efficient. Information is less vague; topic 
headings oblige the worker to give specific information as well 
as indexing this information for easy reference. More di~os~c 
18 
Jintormation is given in summaries. The record is shortened and 
jmade less unwieldy by the paging of summaries and the references 
to them instead of repetitions; it is no longer necessary to go 
through the whole record to see what page each summary is on. 
l
in general, the worker can pick up a case record and learn more 
quickly what the relevant facts are, according to the three 
I 
·workers interviewed. 
Concerning difficulties inherent in the new method of 
recording, one worker felt that the interview outlines should 
give more space under the heading "content of interview.n This 
worker also said that it was somet~es difficult to separate 
categories and avoid repetition: i.e., the content of the 
interview was frequently concerned mainly with the social 
situation, or the client's affect and functioning. This was 
recognized to be a problem in organization of material. 
Another worker recommended that monthly summaries be abandoned, 
since the monthly summary is awkward and artificial. The inter~ 
view outlines are sufficient if kept consistently; the only 
dictation to go into the permanent record is a summary before 
the worker's vacation, each year, and a closing summary at 
termination of the case. The worker who had such negative 
reactions to using the interview outlines related her reactions 
to a personal dislike of fitting herself into a pattern. She 
did not feel the outline should be changed, but a heading 
should be added for the worker's impressions, to permit the 
worker more freedom, and to allow for information not included 
I' 
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under other headings. Not one of the workers considered 
changing back to the former style of recording; perhaps this 
fact more than any other indicates a general satisfaction with 
the new method. 
2. The Secretary's Reactions 
The secretary-typist reported that the length of time 
required for her to transcribe an Audograph disc has been 
shortened by the use or the new type or recording. This is due 
to the fact that there are less pauses in dictation; the 
material is already organized and can be typed directly without 
interruption. Since the quantity of material dictated on each 
case has decreased, the time required to transcribe an intervie 
has correspondingly diminished. 
II 
/I 
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CHAPTER IV 
EXAMINATION OF RECORDS 
The final test of the new recording method is its effect on 
the records. Any evaluation of a method of recording must 
depend on an evaluation of eases recorded by this method. In 
this chapter, such an evaluation is attempted, together with an 
evaluation of cases recorded in the old method; and a comparison 
of the two groups is made. 
1. New Style Recording 
From a total of 33 oases in the open file, 19 oases were 
seleeted as fulfilling the following requirements: the case was 
being carried by a staff worker (as opposed to a student 
worker); the case was recorded in the new style, in summaries 
with topic headings; and the case material recorded in the new 
style was dictated to the mnount of at least one interview (the 
intake interview) or one complete monthly sunnn.ary. To make a 
total of five cases for each worker, one case which fulfilled 
these specifications was taken from the closed file (case closed 
on 1/31/55). A total of 20 eases was studied. The records 
were first examined to see whether or not they contained the 
information considered necessary (see Appendix C). 
The presenting probl~ was stated explicitly on the first 
or second page in 16 of the 20 cases. Three of the remaining 
cases were ones in which the recording method had changed while 
----------===:----=:;-----
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the ease was in progress, and the presenting problem, stated in 
previous material, was not repeated. However, two of' these 
three cases did state the presenting proble.m again, in closing 
and transf'er summaries. The third case is still active. The 
f'ourth case which omitted a statement of' the presenting problem 
implied the problem by illustrations but never stated it 
explicitly. 
Sixteen eases stated the family situation explicitly and 
early in the record {within the f'irst f'our pages). Of' the !'our 
remaining records, two did not repeat information presented in 
previous recording and two were not explicit, relying on illus-
trations depicting f'mnily relationships. One of' these two eases 
stated the f'&mily situation in the transf'er summary; the other 
did not. Of' the twenty eases, nine presented clear and concise 
and e4Plicit information concerning the financial situation of' 
the f'amily, giving the actual income or earnings, with mention 
of' the f'amily's expenses. Seven eases reported the economic 
status of' the f'amily in a more general way, stating f'or example 
that a f'amily "owns their own home, but are beset by debts," or 
saying that a family is in "severe financial dif'f'iculty.n In 
counseling eases where no problems that might involve financial 
assistance arise, there is apt to be scanty information con-
cerning the economic situation. If' the family is in the lower 
income brackets, or receiving public assistance, the record 
tends to be more explicit. 
Only six ease records contained explicit statements 
22 
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• the client's social relationships. Seven records 
I L 
!omitted discussion o~ this; six records implied the information ~~~'· 
!by illustrations, such as descriptions of parties given or 
!mention of episodes concerning friends or neighbors, but made nol 
I II ·explicit diagnostic statements concerning this area. One case 
!referred to previous material (old style recording) ~or informa-
tion concerning the client's social relationships. 
Nineteen of the 20 cases contained explicit diagnostic 
statements regarding the client's emotional ~unctioning. In all 
nineteen there was some illustrative detail to support the 
statements, and in ~our of these cases the detail was so lengthy 
and obstructive as to delay the finding of the diagnostic stata-l 
ment. In one ease, there was no statement at all; the client's 
affect and functioning were presented only implicitly in 
illustrations which gave. the client's words and behavior. 
Statements concerning the client's use of treatment and 
rapport ·were present throughout 17 of the records. Cumbersome, 
detailed illustrations were given in three of the 17, although 
all 17 used some illustrative exemples to support the diagnostic 
evaluations. Two records relied solely on illustration to show 
movement and rapport, and contained no explicit statement 
regarding this. One case omitted discussion of the subject 
entirely. 
Twelve of the 20 cases were counseling cases, with no 
question of financial assistance raised concerning th~. Seven 
:1 !i cases mentioned assistance: whether or not it was given, and 
It ~ l 
I II \ I 
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TABLE 1 
' 
PRESENCE OR ABSENCE OF INFORMATION IN NEW-STYLE RECORDING 
Present Length Index of 
Worker Case 1 2 3 4 5 6 7 8 9 of' case Length 
I 
I A 10 10pp-j,47 int. 0.2 X .X X X X X 
-
.X X 
13 X X .X .X X X 
-
X X 3pp. 7 int. o.s 
14 .X X X 0 X X X X 0 2»j{5 int. 0.4 
15 X X X 0 .X .X - .X .X l]h 15 int. 0.1 
16 X X X X X X 
-
X X 2pp./33 int. 0.1 
IB 6 X .X X 0 X X X X X 10ppi{38 int. 0.3 12 X X .X X X X X X X 4pp. 11 int. 0.4 
18 X X X 0 X X X X X 3pp./2 int. 1.5 
19 X X X 0 X X 
-
X X 23pp}{l44 int. 0.2 
20 X X X 0 X X 
-
X X 2pp. 18 int. o.1 
c 1 X 0 X X X X X X X 14pp./38 int. 0.4 
3 X X X 0 X X 0 X 0 33pp./38 int. 0.6 
4 X X X 0 X X 
-
0 X 2lppj£~5 int. 0.6 
7 X X X 0 X X 
-
X X 2pp. I;;:;.· int • 2.0 
11 X X .X X X X 
-
0 0 9pp./3 int. 3.0 
D 2 X X X 0 X 0 - 0 0 9pp./3 int. 3.0 
5 X X X 0 X X X X X 3pp./.2 int. 1.5 
8 0 X 0 0 0 0 
-
0 0 7pp./3 int. 2.3 
9 X X X 0 X X X X X 3pp./l int. 3.0 
17 X X X X X 0 
-
X 0 4pp./1 int. 4.0 
notation: numbered categories correspond to categories on 
Information Schedule (Appendix C ) • 
x indicates presence of information 
0 indicates absence of' information 
- indicates counseling case 
Index of Length is measured in pp./1 interview. 
This ehart shows the presence or absence of' explicit 
diagnostic statements; information implied by illus-
tration but not stated explicitly is adjudged to be 
omitted. 
Information given in previous material but not 
repeated, or given in a final summary, is adjudged. 
to be present. 
- ----I - -
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the reason for whichever action was taken. One case record 
omitted mention of financial assistance entirely, although 
according to the agency's administrative records, financial 
support was given to the family upon several occasions. 
teen records contained statements of the easework goals 
treatment plans; four records did not. A prognosis was 
in 14 of the records; six records omitted this. 
Six- J 
::lude 
As can be seen on Table 1 (page 24), cases varied in lengt 
1 
from 0.1 page/1 interview to 4.0 pages/1 interview. This indexj 
of length is not a true average and cannot be taken as such. 
Since the first interview (or occasionally, the first few inter 
views) is frequently more detailed, and contains more informa-
tion than subsequent interviews, it usually occupies a gl"eater 
number of pages. 
TABLE 2 
RELATIONSHIP OF INDEX OF LENGTH TO NUMBER OF INTERVIEWS 
IN NEW RECORDING 
INDEX OF LENGTH 
0.1 
0.2 
0.3 
0.4 
o.s 
0.6 
o.7 
o.8 
1.0 
1.5 
2.0 
2.5 
3.0 
3.5 
4.0 
NUMBER 
l 
X 
X 
X 
X 
X 
X 
OF 
2 
X 
X 
X 
X 
CASES NUMBER OF INTERVIEWS 
3 
X 15, 33, 18 
47, 144 
38 
X 5, 11, 38 
7 
38, 35 
I 
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Cases which have 144 to 5 interviews have an index of length 
jranging from 0.1 to 0.6 pages/1 interview. Cases which have 
13 to 1 interviews have an index of length ranging from 1.5 to 
14.0 ,pages/1 interview. This partially explains why Worker Dts 
leases all have an index of length greater than 1, since Worker D 
does primarily intake work; and why Workers A and B have cases 
I 
which, with one exception, have indices of 0.5 or less, since 
these workers carry primarily long-term cases. Length in itself 
is no assurance of' completeness: case 8, which has a relatively 
high index (2.3) has the greatest number of' omissions (7). 
Each case was evaluated with reference to the organization 
of material, the presence or absence of repetition and detail, 
and the length of time it took to find specific information in 
each case. The results of' this investigation are given in 
Table 5. Since the time it took to find information could not 
be made in precise measurements, the evaluation was changed to a 
subjective estimate of' the ease of finding information in each 
record, using a three-point scale on which 1 represents a 
record in which it is most easy to find specific information, 
and 5 represents a record in which it is most difficult to .find 
this information. In all cases, the writer was the judge. 
A low positive correlation is shown between the index of' 
length and the ease in finding information. A more important 
influence seams to be the presence of repetition and detail, 
since when these are absent the scale estimate is 1, but when 
these are present the estimate drops to 2 even though the record 
26 
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1in each area or the caseworker's concern grouped together, 
I 
usually under titles in red which correspond to the categories 
-~·· 
TABLE 3 
RELATIONSHIP BETWEEN ORGANIZATION, REPETITION, DETAIL, 
EASE IN FINDING INFORMATION, AND INDEX OF LENGTH, 
IN NEW RECORDING 
I worker Organi-
Ease in Index of' 
Case zation Repetition Detail .finding Length 
information 
I A 10 X slight slight 1 0.2 
I 13 X 0 0 1 0.5 
I 14 X 0 0 1 0.4 
15 X slight 0 1 o.1 
16 X 0 0 1 0.1 
B 6 X 0 0 1 o.3 
12 X 0 0 1 0.4 
18 X 0 0 1 1.5 
19 X slight slight 1 0.2 
20 X 0 0 1 0.1 
c 1 X X X 2 0.4 
I 3 0 slight X 3 0.6 i 4 X X X 2 0.6 
7 X 0 0 1 2.0 
11 X X X 2 3.0 
D 2 X 0 slight 1 3.0 
5 X 0 0 1 1.5 
8 0 X X 3 2.3 
9 X X X 2 3.0 
1'7 X X X 2 4.0 
notation: :X indio ates presence 
0 indicates absence 
index o.f length is in pp./l·:.ila:berview 
II 
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2. Old Style Recording 
Of the 20 eases studied, 11 contained material recorded 1 
the old style as well ·as the new. Eight cases were selected 
from the 11, so that two cases were studied .for each worker. 
Table 4 shows that every one of the eight cases contained 
explicit statements concerning the presenting problem, the 
client's family situation and background, and the economic 
I 
situation o.f the client. Regarding the client's social rela- I 
tionships, six records contained detailed descriptions o.f I 
I incidents that would imply the social adjustment o.f the elient;l 
I 
'I 
but only two cases had actual di~ostic statements on the 
subject. In two cases this consideration was not recorded 
either by implication or explicitly. No record omitted 
consideration of the client•s emotional .functioning; explicit 
diagnostic statements concerning this were made in .five o.f the I 
eight cases. In the remaining three, the client's emotional 
.functioning was described by illustrations and not stated 
directly. All eight cases used illustrations whether or not 
diagnostic statements were included. This is true o.f the 
evaluation of the client's use of treatment also. No record 
omitted this consideration; .four records included diagnostic 
statements concerning it, while four records relied solely on 
illustration. O.f the eight cases, three were counseling cases 
in which no question regarding .financial assistance arose; 
.four records reported financial assistance each time it was 
given; and one record omitted mention of the subject although 
---·-'=If'-=-=-=--=-=-=-=-=-=----=-=-===-=-=-====-=-=--=-=-=-·-=--=· =-=-=-=-=--=-===--=-=--'===--=:;.==---__j - --~=""'---==-
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I administrative records show that :t'inancial assistance was given 11 
during the period of time covered by the portion of the record 1
1 studied. Six records contained explicit statements of the case-
1 
work goals and t~eatment plans, while tw~ records tmplied rather! 
than stated them directly. Prognoses were omitted completely 
from two of the eight records. In one record, the prognosis wasl 
I 
I i 
1 implied. Five records contained prognostic statements. 
I TABLE 4 
PRESENCE OR ABSENCE OF INFORMATION IN OLD-STYLE RECORDING I 
Present 
Worker 
A 
A 
notation: 
Length 
of case 
Index o~l 
Case 1 2 4 5 6 7 8 9 Length 
14 
15 
18 
20 
1 
4 
5 
9 
X X X X X 0 • 0 0 5pp.j3 int. 
X X X 0 X X - X X 27pp./20 int. 
x "·x x 0 0 0 x. 0 0 4pp./2 int. 
X X X 0 0 0 0 X X 2lpp.j8 int. 
X X X 0 X 0 X X X 52pp./61 int. 
X X X X X X - X X J.Opp./5 int. 
X X X 0 0 X X X 0 6pp.j7 int. 
X X X 0 X X X X X lOpp./6 int. 
numbered categories correspond to categories on 
Information Schedule (Appendix C). 
x indicates presence of information 
0 indicates absence of information 
- indicates counseling case 
* indicates that the ol.d style recording was 
recorded by a different worker 
This chart shows the presence or absence of 
explicit diagnostic statements; information 
implied by illust~ation but not stated expl.icitly 
is adjudged to be omitted. 
1.7 
1.4 
2.0 
2e6 
0.9 
2.0 
0.9 1 
1..7 
I 
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There is a tendency ~or those records with a larger number 
o~ interviews to have a smaller number of pages per one inter-
view; this tendency is not so marked as in the new style 
recordings. This tendency is shown in Table 5. 
TABLE 5 
RELATIONSHIP OF INDEX OF LENGTH TO NUMBER OF INTERVIEWS 
IN OLD RECOBDING 
Index of Length 
0.8 
0.9 
1.0 
l.l 
l.~ 
1.3 
1.4 
1.5 
1.6 
1.7 
1.8 
1.9 
2.0 
2.1 
2.2 
2.3 
2.4 
2.5 
2.6 
2.7 
2.8 
Number o~ Cases 
1 2 i 
X X 
X 
X X 
X X 
X 
Number of Interviews 
61, 7 
20 
3, 6 
2, 5 
8 
The over-all range in length is 0.9 to 2.6 pages per 1 inte ~ 
view (index of length) for a range o~ 61 to 2 interviews. 
The old-style recording in the eight eases was evaluated 
in the s~e way as the new style recording had been evaluated, 
with re~erence to organization, repetition, detail and ease in 
I 
___ , __ _ 
!finding information. Table 6 shows the results of this study. 
lrn all cases, organization was judged to be lacking, since the 
records were process recorded; and all records except one 
contained both repetition and detail. Irrespective of the 
length of the ease, specific information was exceedingly diffi-
cult to find, as is shown by the rating of 3 received by each 
ease. 
TABLE 6 
RELATIONSHIP BETWEEN ORGANIZATION, REPETITION, DETAIL, 
EASE IN FINDING INFORMATION, AND INDEX OF LENGTH, 
IN OLD RECORDING 
r 
I 
Organi- Ease in Index o, 
Worker Case .zation Repetition Detail finding Length 
Information 
II I A 14 0 X X 3 1.7 ! A 15 0 X X 3 1.4 
18 0 X 3 2.0 I 
-
X 
I B 20 0 X X 3 2.6 I 
I c 1 0 X X 3 0.9 
II I c 4 0 
0 X 3 2.0 
-
5 0 X X 3 0.9 
I - 9 0 X X 3 1.7 
I notation: X indicates presence 
I 0 indicates absence index of length is in pp./1 interview 
- indicates recording done by worker other than 
workers A, B, C, or D. 
I 
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1
1 
[ Both old and new recorda contain the necessary factual 
linfor.mation regarding the presentinginprtohbl6 emne~wthstev1f6am0i~yrbe:ocrkd-- 11 ground and the economic situation. J ~ v 
ing this material is organized into paragraphs with topic 
headings~ making it easier to find specific information. In thai 
old style of recording the information is scattered throughout 
the record, repeated~ and frequently very detailed. The new 
Jrecorda usually give both the worker's and the clientts atate-
'menta concerning the presenting problem, with emphasis on the 
worker's diagnostic evaluation. The old records more commonly 
present only the client's statement of the problem. 
Social relationships, which show up through illustrations, 
are presented in this way in the old records. Both old and'new 
style records are lacking in diagnostic statements concePriing 
this aspect of the client's adjustment. Since illustrative·· 
material is more sparse in the new records, this may be what 
I workers refer to when they speak of: the client's personality no 
1 showing so clearly in the new records as in the old. 
I Where diagnostic statements are called for~ as in: 
emotional functioning of client; client's use of: treatment and 
rapport; casework goals; and prognosis, the old style gives 
many detailed illustrations, leaving the reader to draw the 
conclusions. The new style relies on the worker's judgment, 
with occasional details to support the diagnostic statements. 
The following are examples taken from the cases studied. In 
I 
===================== -;·F ===== 
I 
each case except the last the same worker recorded both old and ~ 
new material. 
With regard to the emotional functioning of the client, an 
interview from case 14 on 1/13/56 shows the old style of 
recording this information. 
nr was interested in knowing about Mr. R. t s pattern 
in handling these matters. It appeared to me that he 
almost has an anticipation that he will be left out, waits 
to see if he is going to be left out, then complains that 
he has been. He agreed that he was afraid this was what 
he did, though he had never thought of it that way before. 
In reflecting on his past actions, he admitted that there 
is always a certain anticipation that he will be left 
out, and yet a reluctance to push himself forward.u 
A summary from 1/20/56 - 2/10/56 from the srune case shows 
similar material recorded in the new method. 
11 
••• this is a defense mechanism of Mr. R. t s, 
indicating an unwillingness to share himself for fear of 
not being accepted. He became aware of a strong feeling 
of expecting critic~sm and of people laughing at his 
ideas or ignoring him. t1 
Change in the recording of the client's use of treatment 
and rapport can be shown by excerpts from the same ease. The 
old style, f'ra.m an interview on 1/6/56: 
ttAt the end of the hour, he asked about the fire 
and commented that when he had heard about it, he .felt 
like saying 'my house has burned down.' He also asked 
as a parting comment if the fee system had been recently 
instituted because of' the timidity with which I brought 
it up.n 
The new method of' recording, from a summary of 1/20/56 -
2/1.0/56: 
11Du.ring this period, Mr. R. has continued to be very 
ambivalent about his need for help ••• Mr. R. has continu-
ally questioned the worker about the process of' casework 
and attempted to trip the worker up." 
33 
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-Casework goals and treatment plans are now stated more 
definitely. From case 1, on 12/2/54: 
nThe agency can help with Christmas, and I will 
endeavor to work out some plan to talk with Mrs. A. on a 
longer term basis if this seems advisable.tt 
and in a summary of 9/13/55, - 10/20/55: 
"At the present time, the plan is to curtail financial 
assistance; make an effort- to establish controls over the 
use of time and continue with the supportive relationship 
if Mrs. A. herself expresses a wish and need for it .. tt 
Finally, the prognosis is stated more explicitly. From 
case 18, 6/2?/51: 
ttusing a hypothetical question I asked Mr. S. what 
he would do after the money was gon-e, if I were to give 
him some. 'Oh, by that time I'd have a job.• However, 
when I pointed out how quickly the money would go because 
of the high cost of living, as well as the fact that if 
he got ,a job they would probably hold one week's pay, 
Mr. s. began to see that I was right by saying that just 
giving him the money wasn't going to solve the problem."t 
From an interview on 2/4/55, recorded und!3r the new method: 
"It seemed to me that we should not offer financial 
assistance, and should be extremely careful about such 
requests in the future since they might tend to aggravate 
a tendency toward social dependency." 
The new style of recording gives the worker permission to 
use her judgment and make diagnostic statements. Usages such 
11It seems to meu, "might tendtt, and 11 a tendency towardtt show 
the worker's insecurity in committing herself. Not only should 
the caseworkers be permitted freedom to use and develop their 
diagnostic thinking; it is also necessary that they feel secure 
in the right to do this. 
When old and new material from the eight cases are 
compared, two facts become evident. First, the similarity in 
34 
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TABLE 7 
',1 A GOMP ARISON OF NEW AND OLD RECORDING IN EIGHT CASES 
I' 
II=================== 
Length of Index of Index 
Worker 
A 
A 
A 
A 
B 
* 
Case l 2 3 4 5 6 7 8 9 ~ase Length 
14 neW X X X 0 X X X X 0 2pp.j5 int. 
14 old X X X X X 0 - 0 0 5pp./3 int. 
15 neW X X X 0 X X - X X 
15 old X X X 0 x·x- X X 
lpp./15 int. 
27 pp./29 int. 
18 neW X X X 0 X X X X X 3pp.j2 int. 
18 old X X X 0 0 0 X 0 0 4pp./2 int. 
0.4 
1.7 
0.1 
1.4 
1.5 
2.0 
1.3 
o.s 
B 20 new X X X 0 X X - X X 2pp./18 int. 0.1 
, __ B _____ 2_o __ o_l_d __ x__ x__ x_o __ o __ o __ o __ x __ x ___ z_1_P_P_·I_8 __ in __ t_. _______ z_._s ______ 
2
_·_
5 
__ JJ 
C 1 new X 0 X X X X X X X 14pp./38 int. 0.4 
C l old X X X 0 X 0 X X X 52 pp./61 int. 0.9 0.5 
C 4 new X X X 0 X X - 0 X 21pp./35 int. 
0 4 old X X X X X X - X X 10 pp./5 int. 
0.6 
2.0 1.4 
D 
* 
D 
* 
5 neW X X X 0 X X X X X 3pp.j2 int. 
5 old X X X 0 0 X X X 0 6pp./7 int. 
9 new X X X 0 X X X X X 3pp./1 int. 
9 old X X X 0 X X X X X lOpp./6 int. 
1.5 
0.9 -0.6 
-1.3 
notation: numbered ~ategories correspond to categories on 
Information S~hedule (Appendix C). 
x indi~ates presence of information 
0 indicates absen~e of information 
*indicates that the old style recording was·recorded 
by a different worker 
- indicates counseling ease 
This ~hart shows the presence or absen~e of explicit 
diagnostic statements; information implied by illus-
tration but not stated explicitly is adjudged to be 
omitted. 
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!content o:f material: the material is di:f:ferent chiefly in the 
I 
way it is phrased. 
which are typical. 
This is shown by the illustrations given, 
The new style says in diagnostic :form what 
was previously implied by description. No record was :found 
where the. diagnostic statements o:f the new method di:f:fered :from 
the diagnostic implications presented in the old style records, 
even in cases where the material was recorded by di:f:ferent 
workers. 
I Second, the records in some cases are substantially 
shorter. From an examination o:f Table 7 it can be seen that the 
di:f:ferenee in the length index is as great as 2.5 pp./1 inter~ 
view in one instance, and except :for the two cases o:f Worker D 
(the worker who Un:fortunately was not available to interview 
concerning the new method o:f recording) never drops below 0.5. 
Bearing in mind the limitations o:f this index measurement, this 
could be interpreted to mean that the volume o:f the records.is 
decreased by at least one hal:f page per interview. 
Jl 
CHAPTER V 
SUMMARY AND CONCLUSIONS 
A large proportion of agency time and money is spent in 
keeping records. The staff of the Walthrun Family Service Asso-
ciation devised a new method of keeping case records, designed 
to lessen recording burdens of the ageney. 
II 
I 
,I 
II 
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1. Summary 1 
The purpose of this study was to examine the innovations inl 
recording and to ascertain the ways in which they have been used 
and their relative success or failure. Remaining problems and 
suggestions by the staff concerning further recording changes 
have also been examined. 
Three of the four workers involved in this study were 
interviewed to learn their opinions of the new method (see 
Appendix A for interview schedule). The secretary was likewise 
interviewed (Appendix B). Twenty cases which were recorded 
using the new syst~ were studied to ascertain that they 
contained certain vital information (Appendix C), and an evalua-
tion was made concerning the relative ease in finding specific 
information in each case. Material from eight of the cases 
which was recorded under the old method was studied similarly, 
and the findings of both groups were compared, showing the 
actual change in recording as it affected the case records. 
I' II 
I 
! 
' of' 
o:r the 20 cases studied, 1.9 were taken :from. the open :fil.e.,, 
the Waltham Family Service Association, and one case was 
recently closed, making a total of' five cases per each worker. 
All cases studied were recorded in the new style to the extent 
of' at least one interview or one monthly summary, by a stai'f' 
worker. The eight cases studied for old style recording were 
taken from 11 of the 20, which contained material recorded 
prior to the change. Eight cases were chosen f'rom the 11 so 
that two cases would be studied f'or each worker; and the selec-
tion was made in an attempt to choose .records which contained 
material that would best show a comparison between the recordine 
styles. 
The small size of the sample limits the type of' conclusionf 
which can be based on it. The cases were evaluated together, 
but personal differences in the workers' styles of' recording 
make this generalized evaluation somewhat misleading. 1 
~he agency is a small family agency, and the new method ofl 
recording was expounded with a flexibility which would be 
unfeasible for use in a larger organization. More rigid rules 
would have to be devised if the new recording system were to be 
applied in such an organization. Student recording is not 
included in this study, since students are still required to 
record in the old, or process, style. 
The evaluation of records regarding "ease of finding 
informationu, although based as much as possible on the time 
required to find specific information, was more dependent on 
the subjective opinion of the writer than might be preferable. 
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~o~eve~,- the opinions of the caseworkers agreed with that 
!writer: that information was decidedly easier to find in 
!recorded using the new method. 
of th:jf 
cases l! 
! 
This study of the new method of recording found all three 
I' 
caseworkers agreed that the outline is useful for organizing 
material for dictation. The actual use made of the outline I· 
varied from completing one outline for each interview to feeling! 
the outline burdensome, and useful only in special instances. I 
II I 
Two of the three workers found that the use of the outline 
shortened the time required for recording. One worker found 
I 
that the outline increased time spent in recording. 
sion in opinion concerning the outliners usefulness 
directly with the division in the worker's findings 
The divi-
corresponds ~~ 
in regard to I 
its influence over time spent in recording. 
The workers concurred that the use of the interview outline 
!enforced more specific, organized and disciplined thinking 
regarding a case, thereby increasing the value of the service 
rendered. The caseworkers agreed that much detail was omitted, 
!both in reporting the client's daily life and in demonstrating 
l
the client-worker interaction. Two workers felt that these 
omissions were not harmful in any way; the third worker .felt 
that they regimented and depersonalized the case, and even 
"lost the client in the shuffle.n Again, there is a one to one 
correspondence of the workers who felt the new method facili-
tated and speeded dictation, and who considered nothing 
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omissions in the record to be crucial. 
The records were considered to be more useful in their 
present form~ by all three of' the workers interviewed, who 
agreed that specific information can be found more quickly, 
making the record easier to read as a whole and f'or finding 
specific references. Changes suggested were all in the direc-
tion of improving the new method. There were no indications 
that the old method was pre.ferable and should be reinstated. 
Two workers suggested changes on the interview outline., giving 
more space to certain topics and including one more topic 
heading. The third worker recommended decreasing still more the 
amount of' recording by obviating monthly summaries and 
'Summarizing the notes kept on the interview outlines once a 
year. 
The secretary-typist has also found that the use o.f inter-
view outlines and regular summaries is time saving in terms of' 
her work. In general, sta.ff reaction to the new system o.f 
lreeording·has been positive although not without some criticism. 
The trend is toward improving the method to make it better 
fulfill its objectives of' organization, labor saving and 
jeompleteness. 
j The new style recording does not seem to omit any o.f the 
information which is considered important in a record, with the 
notable exception being statements concerning the client's 
social relationships. The length in pages does not seem so 
F=~===W=-=-=-=-========-==-=--====================================~~======~f=-==~==== 
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important to the ease in finding information in the record, than 
does the presence or absence of organization, repetition, and 
detail. However, these last two factors are of course related 
to the length of the record. 
If information implied by illustration but not stated 
explicitly is considered to convey information in recording a 
ease, the old style of recording may be considered to be com-
plete. However, finding this information is very difficult 
owing to the lack of organization and the presence of repetition 
and detail. 
2. Conclusions 
The new method of recording may be concluded to be success-
ful, from the viewpoint of the staff members' opinions, and to 
the extent that it serves to correct in some measure the 
problems created by keeping long and voluminous records. 
Organization, which seems to be one of the most crucial consid-
erations in influencing the efficiency of record keeping and 
record use, is enhanced by the new system of recording. The 
length of the record is more dependent on the particular worker 
who dictated it; but the organization is a function of th~ 
~ethod of recording. Furthermore, the new system can be used to 
~reduce shorter records, which do not necessarily have delete-
rious omissions. 
The recording now emphasizes diagnostic statements, and 
this is as it should be. Workers who are t~B!ned in diagnosis 
and are competent in using this training should be encouraged 
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to record diagnostically. Strictly facuual, objective account~. 
should be left to untrained workers and to students still in 
training. The worker who carries a particular case is the most 
able judge of the facts, and should use this ability in evalu-
ating them. Her evaluations should be the major part of the 
record, and not added apologetically, or not at all, leaving 
each individual reader to form his own evaluations by reading 
lengthy process recordings. Diagnostic records are shorter to 
dictate and faster to read and understand. With the increased 
demands for services placed upon agencies today, and the 
financial limitations of most agencies, it is imperative that 
all methods for decreasing time and money pressures without 
detracting from casework services be utilized. The new systam 
of recording studied herein is one such method. 
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APPENDIX 
APPENDIX A 
SCHEDULES 
WORKER INTERVIEW: 
Opinions of ~ method: 
1. Does it facilitate recordingf If so, in what ways? 
2. Does it affect time necessary for recording? If so, 
in what way? 
3. Does it affect casework with the client? If so, in 
what ways? 
4. Does it omit anything from the record? If so, what? 
5. Does it affect usefulness of record? If so, how? 
6. Difficulties worker has found in this new method of 
recording, and suggested changes. 
APPENDIX B 
SECRETARY-TYPIST INTERVIEW: 
Has new method affected the work of transcribing 
dictation? If so, in what ways? 
Suggestions regarding recording. 
APPENDIX C 
INFORMATION SCHEDULE 
INFORMATION IN EACH RECORD: 
--
1. Initial statement of problem (presenting problem) 
Client's statement 
Worker's statement 
2. Family situation and background 
3. Economic situation 
43 
4. Social relationships 
5. Emotional runctioning of client 
6. Client's use of treatment and rapport 
Worker's statement of movement in case 
7. Financial services rendered 
8. Casework goals and treatment plans 
9. Prognosis 
10. Length of record in pages divided by the number of 
interviews (Index of Length) 
APPENDIX D 
EVALUATION QE RECORD: 
1. Material scattered or organized: presence of organiza-
tion 
2. Presence of repetition 
3. Presence of detail 
4. Ease in finding specific information (as much as 
possible~ this evaluation a function of time) 
Rated on scale: 1 most easy 
2 intermediate 
3 most difficult 
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Arrival: 
Social Situation: 
Content of Interview: 
APPENDIX E 
.!li!J£~I!ili .Q!,J.'l'LINE __ 45 
Client -------------------------
Date ------·--------
Client's Affect and Functioning: 
Treatment No tea : 
Action Taken: 
II 
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